Approved For Releasg 2001/07/12 :M‘BENJIMOAOOMWOOM-G

4 October 1977

MEMORANDUM FOR: Director of Training
25X1A
FROM:
Course Administrator

SUBJECT: Course Report--Administration Directorate
Review: Trends and Highlights Number 62,
27 to 30 September 1977 (U)

1. (U) The curriculum this running, as in the past
several runnings, reflects the missions and functions con-
ducted within the Directorate of Administration. Through
this method, it is attempted to update class members'
awareness and understanding of current activities, problems,
and trends in the Directorate. There were representatives
from all eight offices in the Directorate, including the
Special Support Assistant, the Information Systems Analysis,
and Information and Privacy Staffs. Presentations were also
made by the Office of General Counsel and the Directorate of
Operations.

2. (U) Class Evaluations

With regard to the class members' appraisal of how well
the course met its stated objectives, they assigned an
overall rating of 6.0, based on a scale of 1 (low degree) to
7 (high degree). This response, together with the class'
written and oral comments as well as the course administra-
tor's observations, indicates that the course continues to
satisfy its objectives.

3. (C) Almost all segments of the course were very
well received; subjects and topics rated '"most useful' by
many of the participants included presentations of Freedom
of Information and Privacy Acts, The Agency's Communications BXAA
LOngtlca! !upport o! !gency !Cthltles, an! !!y51ca! an!
Mental Health in CIA. The Status Report on the Agency and
Community by was also very much appreciated. 25X1A
Some of the participants noticed a negative tone concerning

the Agency's current unsettled situation and commented that
at this juncture in the Agency's/Directorate's history,
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SUBJECT: Course Report--Administration Directorate Review:
Trends and Highlights Number 62,
27 to 30 September 1977 (U)

there were not many '"'trends and highlights" to mention. As
usual, the attitudinal adjustment hour was well received by
the class members and presented the necessary informal forum
for the sharing of ideas and information. At the request of
the class, the money remaining in the class treasury will be
sent to Children's Hospital. There were some class members

who thought that the money should be put into the renovation
I 251

4, (U) This course format appears to be highly
successful; therefore, I have no suggestions or comments at
this time to improve future runnings of the course.

5. (U) The End-of-Course Data Sheet (see Attachment
3) reflects the relevant class and course statistics for
this running.

6. (U) Conclusion

It would appear that this running of Trends and Highlights
was indeed most successful. The course continues to meet
its stated objectives and they are responsive to the needs
of the Directorate's employees.

25X1A

Attachments
1 - Course Schedule
2 - Class Roster
3 - End-of-Course Data Sheet
4 - Student Evaluations
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SUBJECT: (Optional)
Course Report--Administration Directorate Review: Trends and Highlights
| Number 62, 27 to 30 September 1977 (U
FROM: EXTENSION NO.
25X1A w
Course Administrator 2452 DATE 4 October 1977
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FdTAISTRATION UIRECTURATE REVIE:
TREAUS AU HIGRLIGITS

Course dumper 4-77

{Sixty-second Running)

27 - BG'Sépfember:1977

25X1A

Coursa Adaministrator: 25X1A

Training Assistant:

GFFICE OF TRALAING

Koot $20, Chamver of Commerce Building
Extension 244z
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Course Objective

The objective of tnis course is to update
JDA Carearists' awareness and understanding
of current activities, problems, and trends

in the Adaninistration Directorate and its
components.

i
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TUES‘UAY s 27 Septgmber‘ 25X1A

0900-0930 Check-in and Administrative Details

The course beagins with a welcome from

25X1A

o !ourse !!mlmlstrator

0950-1015 Course Objectives and Introduction . &

tie will spend a few minutes talking
about the course objectives and what -
you can look forward. to during the
coming four days.

1015-1115°  Reading and Discussion Session: The Class and Staff
o Administration Directorate and the Agency.

DDA Funct1ons Booklet (December 1976)
Ms0 .in the DUA (March 1976)
DDA Personnel .danagement Handbook
(April 1975)
-UJA Adm1n1strat1ve Instruct1on
‘ DD? Upward soo;l1ty Program
Project Al : S .
DDA EXCHAGES. (July 1977) | - 25X1A

1115-1200 A Status Report on the Agency and . "
the Intelligence Community : - . Briefing Officer,

Office of Training

Uur speaker w111 d1scuss the recent _ ‘ ,

reorganization of tihe Agency and its

relationship with the Coniaunity, He

will in particular discuss the idational .-

Intelligence Tasking Centery the DDI/II0

merger and the Budget.and Eva1uat10n

Autnor1ty of the UCI. :

1200-1300 LUCH
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TUESUAY, 27 September (continued)

1300-1400 Personnel lianagement * F. M, M, Janney

rector of Personnel
The Office of Personnel serves your T

career needs from the time you enter on

duty until your retirement. ‘¥r, Janney

will discuss his office and the major

policy decisions that have changes

personnel manageient in the past few years.

1415-1515 Equal Employment Opportunity im'CIA- - — 25X1A
- o e - Deputy .Director ,

" The-Director of Central Intelligence = O0ffice of Equal
“o-is firmly: committed to achieving. equal Opportunity.
employment for all CIA employees., * S ‘ R
Juring this session, our speaker will s
discuss CIA's program for assuring
-equal employment: opportun1ty, and -the
progress to date toward raising the
level of minority employment. In -
., addition, the complaint system for
" thbse who feal they have been dis-.
¢riminated against because of:
race, color, religion, sex, age,
or nat1onal origin, will be explained.

1530-1630 Training for Towofrow - S m 25X1A
R . - ' puty Director

“ .. The Office of Training plays a key role -, of Training
- -in ‘helping Agency personnel to maintain .
high performance standards, The tra1n1ng L
available to Agenty employees will be .
reviewed with special emiphasis on the g
courses ‘that are seful to DbA - = .
careerists. .ir. ﬂencourages SRR | 25X1A
your questions abou spec1f1c courses IR L
and the Office. '

1630-1330 SUCIAL HUUR AdD DINJER
25X1A

ce o e

Jur speakar will d1scuss tne 1ssues - General Counsel
nrym created the recent- investigations of the
e < Agency and changing potitical attitudes
=8 -MP" - about intelligence and natiqnal sacurity
//x” affairs.. The cnanging legal clinate as well

.
/‘@u-zm 5

Jurisprudence and CIA . -

as' nev legislation impacting on the Agency
. and its involvement 1n the co rts will also
’\x be discussed. KA
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WEUNESDAY , 284September
" SECURITY

The first three presentations today will

focus on the challenging effort. to maintain

personal, physical, and technical security ' 25X1A
at Headguarters and abroad. . B -

ST
: ' ACtIng Jirector o

Our speaker will present a broad overview = Security
of the missions and functions of the

office of Security, touching on new

developiments and current trends in the

many facets of security. He will

examine new challenges and the changing

nature of the serious security threat

that faces the Agency today.

1045-1200 Polygraph Uperations _ 25X1A
: Chief, Polygraph

The polygraph is one of the most Branch, Office
important technigues used in : of Seacurity
establishing the bona fides of

operations assets. Juring this

session, we will review the

rasearch and development of this

technology and discuss its Agency

applications.
1200-1300 Ludc 25X1A
1300-1430 Technical Couhtéfnxeasures m
: ' . Technical Security
during this one and one-half hours, we Division, Office

will see a demonstration of the of Security
counterieasures used in the effort to pre-

vent, detect, or neutralize the efforts of

nostile intelligence services to penetrate :

U.S. installations. abroad. : 25X1A

1445-1600 Records ilanagenent ‘Programns in the Agency
= : ' Chief, Information

The Agency-wide records management Systeims Analysis
programs, directed by the Information Staff
Staff, involve a multi-phased process.
dr., will acquaint you with these
prograims which involve the creation, use, ' 25X1A
maintenance, disposition, disposal, or
preservation of records.

1630-1830 SOCIAL HOUR AWD DIM.ER
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UEDNESUI’W 20 September 25X1A

/T/ 0~201'“ Freedom of Information and Privacy Acts m
: -+ Ghief, Information

h‘eS§ ' TNe Freedon of Informat1on Act and the > and Privacy Staff
27, more recent Privacy Act have-already - B
nad considerable -impact on' the working « -
'anur methods and proccdures of government T
agencias, ‘including the CIA. Our-
\ . speaker will éxamine the purposes and.
N—— requirements of-‘the Acts and will explore
some of tihe problems they raise for. -
managemant and personnel in- the futuru
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THURSDAY, 3 September

630-091v

U93J=-103u

1045-1200

1200-1300

13u9-1315

Filw: "Printing for Intelligence"

An inside look at CIA's printing
facility, this film shows the
process of turning vraw copy
into finished publications.

Logistical Support of Agency Activities .

our speaker will address the Office of
Logistics role iu support of Agency
oparational activities witn emphasis
on specific recent projects. Addi-

- tionally, the changing image of

Logistics will be discussed with

raspect to current trends such as
“decline of overseas positions,

increased automation, and incrzasing
impact of other Federal raqulatory
agencies.

Financial Uperations in CIA

The job of administering finances is
complex; and, given the increasing
pressures on the federal Jovernment
to account for every dollar and cent,
accurate financial operations are .
critically important. «r.
will discuss the new techunlques,
such computer automation, used by
the Uffice of Finance to accomplish
tais mission. ' :

LUICH

COHTUNICATIONS

This afternoon, representatives of the
Jffice of Cowmunications will acquaint
you with CIA's complex cormunications
network.,

mrave! |

I

o)

Executive dfficer,
Uffice of Loyistics

#etHrg Ulrector

Finance
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THURSDAY, 29 September (continued)

1315-1415

1430-1615

-1615-1630
1630-1830
1900-2015

The Agency's Communications

Communications are a vital link in all
activities of the Agency, both at
Headquarters and overseas, Our
speaker will describe the various
forms of communications handled

by his office, the types of
equipment employed, and the

outiook for the future in terms

of advancing technology.

Training in Agency and Staff Communications

Following a brief description of the

" in-depth training in agent and staff

communications that is conducted by
the school, you will have the opportu-
ity to tour this modern and advanced
compliex.

SOCIAL HOUR AND DINNER
DDA Support to Overseas Operafions

A panel of senior DDA and DDO.officers
will explore the operational and
administrative support to overseas
stations preovided by the Adminis-
tration Directorate. This support, -
which ranges from management of
overseas instailations to com-
munications, will be illustrated
through a d1scuss1on of actua]

case studies.

5

25X1A

Deputy Director of
Communications

25X1A

25X1A

25X1A

Special Support,
. Assistant to the
DDA

B 25X1A
Chief of Support,

EUR Division

eputy Chief, E@{’XM‘

Division, Directorate
of Operations
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FRIDAY, 3u September

0830-0300 Fitin: "The Ultimate Machine”

This is a film about automatic data
processing and its various techniques
and uses.

0915-~1015 Computer Support to Agency Activities Clifford . ilay
Jirector of vata
The computer nas far-reaching applications Processing
as an information processor, as an
analytical tool, and as an aid to managers
and managenient. ir. Jay will acquaint you
with current and projected uses of computer
systems in the Agency and describe the
role and responsibilities of his office.
e will also describe some existing programs
and how the Office of Data Procassing can
be helpful to you as a potential user of

computers. : 25X1A
1030-1200 Physical and dental Health in CIA _
Chief, Professiona
The Uffice of iledical Services operates Services, Office of
an extensive network of clinical, vedical Services
psychological, and psychiatric
services at home and abroad. Dr.F
will highlight various facets of this 25X1A
vital support to Agency people,
1200-1300 LU.iCH
1300-1430 The Administration Directorate in — 25X1A
Perspective Exacutive Officer,
' Administration
:;v%r.-wﬂ'l discuss the current Directorate
issues or problems that are affecting 25X1A

efforts to serve and suppori the Agency.

He will speculate how these developments

mignt change DDA activities over the next 25X1A
few years. vir. |JJJJvovid also like

to discuss any questions about the DYA

which are particular interest or concern

to you.

1445-1500 Final Adwinistration and Course Evaluation

)
)

Approved For Release 2001/07/12 : CIA-RDP79-01590A000400060001-6
ColFIUEATIAL



25X1A
Approved For Release 2001/07/12 : CIA-RDP79-01590A000400060001-6

Next 2 Page(s) In Document Exempt

Approved For Release 2001/07/12 : CIA-RDP79-01590A000400060001-6



TVILNIATANOD

1-6

A

DP79.01590A00040

1107/42 - CIA

e

JHTH%H%*LFFFJkﬁease

34

-ig 09 -6S 85 -56 vs-tg [a]-] [ 1 X1 iy : £v '8¢
3QYHO 440 Q03 deN-a BOA PEL INVN ! I enn o

(ul poarrrd usym)
TVILNIGidNOD

m
m

[a}
(2]

H1

(52

o

Q
(a2}

2]
oN

@©
N

~
o~

w
o~

79-01590A00040006

il

: Qil-
o~

m
o

o~
o~

ise 2001707112
o

-
g

grRele

o

@

fe3
Z




Approved For Release 2004#07/12 : CIA-RDP79-01590A000400069%1 -6

CHILDREN’S HOSPITAL

NATIONAL MEDICAL CENTER .

DEVELOPMENT COMMITTEE
Leland H. Phillips

Chairman
Richard P. Ault
James N. Corrigan
Mrs. Donald W. Delaney
Mrs, Charies B. Ewing, Jr.
Peter DuBose
Mrs. Julian E. Gillespie, Jr.
Mrs. Jonathan H. Lasley
Mrs. Eugene K. Lawson Dear Friends:
Jerry Lyman
Eddie Madison
William J. McManus
Christopher S. Sargent
Mrs. Joe Theismann
Mrs. Edward W. Virgin

appreciated.

In its 107

Honorary Chairmen
1977-78 Campaign
Mr. and Mrs. Joe Theismann

Trends and Highlights Class #62

111 MICHIGAN AVENUE, N.W. . WASHINGTON, D. C. 20010

TEL. (202) 745-3003

JOHN H. SHARON
President

ROBERT H. PARROTT, M.D.

Director

JOHN L. CHAMBERLAIN, il
Chairman of Medical Staff

NOEL E. KRONCKE

Administrator

ALFRED B. LAWSON, JR.

Development Director

STATINTL

November 21, 1977

Your recent gift to Children's Hospital National Medical
Center in the amount of $80.77, forwarded to us by Harden and
Weaver of WMAL-Radio, is gratefully acknowledged and very much

years, Children's Hospital has grown,

developed, and matured from a hotel for sick children into a
National Pediatric Health Center.

Its new home is a reflection

of the capacity to perform a major role in the care of

children.

With gifts such as yours, we can continue to maintain our
high standards of pediatric care.

With many thanks and best w;sﬁes from all of us here at

Children's Hospital for the happlg
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